
PS 423 (11/13)

Come work at CDSS where . . .
People come First!

Are you doing the same work day in and day out? Are you looking 
for work that is challenging and rewarding? Are you looking for a 
profession where you can help make a positive change? If so, read on!

If you are interested and would like to be part of the CDSS mission to make a 
difference in the life of a child, a family or an elderly person, please submit your 
application to: Contact Information:

E M P L O Y M E N T    O P P O R T U N I T Y



SPECIAL REQUIREMENTS OF POSITION (CHECK ALL THAT APPLY):

■■ Designated under Conflict of Interest Code.

■■ Duties require participation in the DMV Pull Notice Program.

■■ Requires repetitive movement of heavy objects.

■■ Performs other duties requiring high physical demand.  (Explain below)

■■ None

■■ Other (Explain below)

STATE OF CALIFORNIA - HEALTH AND HUMAN SERVICES AGENCY CALIFORNIA DEPARTMENT OF SOCIAL SERVICES

State of California - Department of Social Services
DUTY STATEMENT
EMPLOYEE NAME:

CLASSIFICATION:

DIVISION/BRANCH/REGION:  (UNDERLINE ALL THAT APPLY) BUREAU/SECTION/UNIT:  (UNDERLINE ALL THAT APPLY)

SUPERVISOR’S NAME: SUPERVISOR’S CLASS:

POSITION NUMBER:

I certify that this duty statement  represents an accurate
description of the essential functions of this position.

I have read this duty statement and agree that it represents the
duties I am assigned.

SUPERVISOR’S SIGNATURE DATE EMPLOYEE’S SIGNATURE DATE

SUPERVISION EXERCISED (Check one):

■■     None ■■     Supervisor ■■     Lead Person ■■     Team Leader
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FOR SUPERVISORY POSITIONS ONLY:  Indicate the number of positions by classification that this position DIRECTLY supervises.

Total number of positions for which this position is responsible:

FOR LEADPERSONS OR TEAM LEADERS ONLY:  Indicate the number of positions by classification that this position LEADS.

MISSION OF ORGANIZATIONAL UNIT:



CONCEPT OF POSITION:

A.  RESPONSIBILITIES OF POSITION:
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B.  SUPERVISION RECEIVED:

C.  ADMINISTRATIVE RESPONSIBILITY:

D.  PERSONAL CONTACTS:

E.  ACTIONS AND CONSEQUENCES:

F.  OTHER INFORMATION:
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	AU #717 SSA.AGPAps423
	CURRENT AU SSA duty stmt revised with Conlan duties 2-19-2014
	CURRENT AU AGPA duty stmt revised with Conlan duties 2-19-2014

	Title1: Adult Programs Division is hiring for one
	Title2:  Staff Service Analyst/ Associate Governmental Program Analyst 
	Title3: in the Appeals Unit (800-908-5157/5393-709)
	Text1: Looking for a challenge?  Interested in working for a Program that is delivered through California’s 58 counties and assists in providing domestic and personal care services to aged, blind and disabled recipients? The Department of Social Services, Adult Programs Division has an immediate opening to help you fulfill your desire to serve California’s most fragile residents.  Come join a wonderful group of highly skilled and motivated individuals who are out to make a difference in the lives of those in need. For more information on the duties of this employment opportunity, please view the SSA/AGPA duty statements that follow this notice.  If you still have additional questions, please contact Jennifer Ogata at jennifer.ogata@dss.ca.gov All interested applicants must submit a STD 678 and a one page "Statement of Qualifications (SOQ)"  Your SOQ must address the responsibilities of the position including all relevant experience and education.  All applications without the SOQ will not be considered.  Only the most qualified will be interviewed.   Please include the unit name and position number on your state application.  
	Text3: Jennifer Ogata(916) 651-2786
	name1: 
	 pg1: 

	class1: 
	 pg1: Staff Services Analyst

	position1: 
	 pg1: 800-908-5157-709

	division1: 
	 pg1: Adult Programs Division /Systems and Administrative Branch

	bureau1: 
	 pg1: Claims, Certification and Appeals Bureau/Appeals Unit

	sup2: 
	 pg1: Pamela Starsky

	sup1: 
	 pg1: Staff Services Manager I 

	box1: 
	 pg1: Off

	box2: 
	 pg1: Off

	box3: 
	 pg1: Off

	box4: 
	 pg1: Off

	box5: 
	 pg1: Off

	box6: 
	 pg1: Yes

	other1: 
	 pg1: Subject to fingerprinting and criminal record clearance by DOJ and FBI.Travel may be required.
	 pg3: This SSA must have good interpersonal communication skills and be able to work well under pressure and is required to utilize initiative and resourcefulness in completing assignments. 

	date1: 
	 pg1: 

	date2: 
	 pg1: 

	box7: 
	pg1: Yes

	box8: 
	 pg1: Off

	box9: 
	 pg1: Off

	box10: 
	 pg1: Off

	ssup2: 
	 pg1: 

	number1: 
	 pg1: 

	lead1: 
	 pg1: 

	mission1: 
	 pg1: The mission of the Appeals Unit is to conduct the administrative review and subsequent adjudication of the appeals filed by In-Home Supportive Service providers who were denied enrollment pursuant to Welfare and Institutions Code (WIC) sections 12305.81 and 12305.87 and to conduct the administrative review and subsequent adjudication of State Administrative Review requests (SAR) filed by In-Home Supportive Service providers who receive violations as a result of violating program eligibility requirements associated with the Fair Labor Standards Act (FLSA).

	concept1: 
	 pg2: Under the supervision of the unit manager, Staff Services Manager I (SSM I), the Staff Services Analyst (SSA) performs the work associated with appeals or State Administrative Review (SAR)s filed by In-Home Supportive Services (IHSS) providers, applicants for qualified agency status, or Conlan claims.  The SSA analyzes and adjudicates appeal and SAR requests and claims, communicates with individuals verbally and in writing, and prepares a variety of written documents.  The Appeals Unit is the central processing point for appeals and SARs filed by IHSS providers in the 58 counties.

	responsibilities1: 
	 pg2: 40%  Adjudicate appeals for applicants who were denied eligibility to provide IHSS pursuant to WIC sections 12305.81 and 12305.87; denied certification as a qualified agency; received overtime violations; or Conlan v. Shewry claims includes but not limited to: Research and interpret utilize various statutes, rules,and policies for recommendations for processing or denying applicants claims; Research, and review all documentation and information used by counties or State for denying or processing applicants claims; Review appeals and claims for timeliness of filing, completed documentation, and utilize multiple databases such as Access and Case Management Information Payrolling System to review provider history; Contact providers and counties, or applicants for additional information to render a well researched decision; Discuss proposed recommendation and/or action with lead analyst recommending appropriate adjudication of appeals, SARs, and claims.  30%   Interpret Program policies and procedures, analyze policy issues for program impact and identify and analyze issues which arise during adjudication of appeals, SARs, or claims.  Assists the lead analyst in the research and interpretation of various California law codes (i.e., Penal Code, Welfare & Institutions Code, Health & Safety Code, etc.).  Provides clarification and direction to counties and other governmental agencies regarding departmental appeals or SAR policies and procedures.    25%  Retrieve, research, log and coordinate telephone calls from providers and county staff regarding claim status and denials.  Calculate payments and contact other agencies such as State Controller Office and Department of Health Care Services to resolve claim issues.  Log all incoming new appeals, SARs and claims ensuring document deadlines have been calendared and logged into the appropriate databases for future auditing purposes.  Attend state hearings proceedings with the lead analyst when requested.5%   Other duties as related to the Appeals Unit. 

	supervision1: 
	 pg3: The SSA receives supervision from and reports directly to the unit manager (SSM I).   

	administrative1: 
	 pg3: None

	personal1: 
	 pg3: The SSA will have contact with IHSS providers, departmental employees, and representatives from county governmental agencies. 

	actions1: 
	 pg3: The SSA adjudicates appeals pursuant to WIC Sections 12305.81 and 12305.87, identifies errors/problems relative to the provider enrollment appeal process and certification of qualified agencies, adjudicates SARs or Conlan claims.  Therefore, good judgment in making recommendations and proficient knowledge in Microsoft software applications  is critical in order to meet the responsibility to evaluate and maximize the effectiveness of work processes, having accurate and consistent information on which to base findings and meeting time frames associated with standardized work processes.  Failure to use good judgment in researching and handling sensitive and confidential material and in imparting information could result in misspent program dollars, litigation against the department, or information being released to unauthorized persons in violation of State and Federal law and/or the deprivation of rights and services to IHSS clients and their providers.

	name1 pg1: 
	class1 pg1: Associate Governmental Program Analyst
	position1 pg1: 800-908-5393-709
	division1 pg1: Adult Programs Division /Systems and Administrative Branch
	bureau1 pg1: Claims, Certification and Appeals Bureau/Appeals Unit
	sup2 pg1: Pamela Starsky
	sup1 pg1: Staff Services Manager I
	box1 pg1: Off
	box2 pg1: Off
	box3 pg1: Off
	box4 pg1: Off
	box5 pg1: Off
	box6 pg1: Yes
	other1 pg1: Subject to fingerprinting and criminal record clearance by DOJ and FBI.Travel may be required.
	date1 pg1: 
	date2 pg1: 
	box7pg1: Yes
	box8 pg1: Off
	box9 pg1: Off
	box10 pg1: Off
	ssup2 pg1: 
	number1 pg1: 
	lead1 pg1: 
	mission1 pg1: The mission of the Appeals Unit is to conduct the administrative review and subsequent adjudication of the appeals filed by In-Home Supportive Service providers who were denied enrollment pursuant to Welfare and Institutions Code (WIC) sections 12305.81 and 12305.87 and to conduct the administrative review and subsequent adjudication of State Administrative Review requests (SAR) filed by In-Home Supportive Service providers who receive violations as a result of violating program eligibility requirements associated with the Fair Labor Standards Act (FLSA).
	concept1 pg2: Under the direction of the unit Manager, Staff Services Manager I (SSM I), the Associate Governmental Program Analyst (AGPA) performs work associated with appeals filed by In-Home Supportive Services (IHSS) providers, or SARs filed by In-Home Supportive Services (IHSS) providers, applicants for qualified agency status, or Conlan claims.  The AGPA analyzes and adjudicates appeal requests and claims, communicates with individuals verbally and in writing, attend and testify at state hearings, and prepares a variety of written documents.  The Appeals Unit is the central processing point for appeals and SARs filed by IHSS providers in the 58 counties.
	responsibilities1 pg2: 45%  Adjudicates appeals for applicants who were denied eligibility to provide IHSS pursuant to WIC sections 12305.81 and 12305.87; received overtime violations, were denied certification as a qualified agency, or Conlan v. Shewry claims includes but not limited to:  Request, research and review all documentation and information used by counties or State when making a decision to deny an applicant, or processing claims; Research and interpret various statutes, rules, and policies prior to rendering an appeal decision and/or other types of recommendations; Communicates with counties, public authorities, court clerks, district attorneys, business entities, and other governmental agencies to obtain necessary documentation and/or information; Review appeals and claims for timeliness of filing, ensures required documents are completed, and utilize multiple databases such as Access and Case Management Information Payrolling System to review provider history; Contact providers and counties, or applicants, for additional information and evaluate various documents and correspondence supporting each appeal or claim; Discuss proposed recommendation and/or action with management recommending appropriate adjudication of appeals or claims; Prepare various written types of documentation in preparation for testifying at state hearings. Provide statistical data as needed for auditing purposes.20% Interpret Program policies and procedures, analyze policy issues for program impact and identify and analyze issues which arise during adjudication of appeals, SARs, or claims.  Research and interpret various California law codes (i.e., Penal Code, Welfare & Institutions Code, Health & Safety Code, etc.).  Provide county and other governmental agencies clarification and direction of departmental policies and procedures regarding appeals.  20%  Act as the lead analyst and Appeals Unit liaison.  Duties include but not limited to:  Attend and testify at state hearings proceedings when requested.  Review and provide guidance to other analyst proposed recommendation and/or action recommending appropriate adjudication of appeals, SARs, and claims.  Provide management with regular updates on issues with more difficult claims that might hinder the appeals process.   15%  Retrieve, research, log and coordinate telephone calls from providers and county staff regarding claim status and denials.  Calculate payments and contact other agencies such as State Controller Office and Department of Health Care Services to resolve claim issues.  Log all incoming new appeals and claims ensuring document deadlines have been calendared and logged into the appropriate databases for future auditing purposes.  5%   Other duties as related to the Appeals Unit.
	supervision1 pg3: The AGPA receives direction from and reports directly to the unit Manager (SSM I) and may acts a the lead analyst.  
	administrative1 pg3: None
	personal1 pg3: The AGPA will have contact with IHSS providers, IHSS recipients, departmental employees, representatives from county governmental agencies, and legal staff. 
	actions1 pg3: The AGPA adjudicates appeals pursuant to WIC Sections 12305.81 and 12305.87, identifies errors/problems relative to the provider enrollment appeal process and certification of qualified agencies, adjudicates SARs, or Conlan claims.  Therefore, good judgment in making recommendations and proficient knowledge in Microsoft software applications  is critical in order to meet the responsibility to evaluate and maximize the effectiveness of work processes, having accurate and consistent information on which to base findings and meeting time frames associated with standardized work processes.  Failure to use good judgment in researching and handling sensitive and confidential material and in imparting information could result in misspent program dollars, litigation against the department, or information being released to unauthorized persons in violation of State and Federal law and/or the deprivation of rights and services to IHSS clients and their providers.
	other1 pg3: This AGPA must have good interpersonal communication skills, ability to work well under pressure and adapt to changing priorities and work environment.  The AGPA is required to utilize initiative and resourcefulness in completing assignments.  


